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INTRODUCTION

What is an AMS Subsidiary?
Clubs, constituencies and resource groups
are all AMS subsidiaries.
These groups have been recognized by
the AMS as subsidiaries through formal
constitution by the AMS Council. Subsidiaries
have certain responsibilities to the AMS but
also enjoy many benefits of AMS membership
such as free space booking, free accounting
services, no banking charges, insurance
coverage, and access to grants and other
funding opportunities.

LEGAL PROTECTION
AMS subsidiaries, however, are not legal
entities. Instead they exist within the AMS,
which is legally registered as a not-for-profit
organization.
CONTRACT LIABILITY
Contracts need to be signed by the AMS,
rather than any member or executive of the
subsidiary, because the AMS is the legally
recognized entity. Go to p.12 for more on
contracts.
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THE FINANCE DEPARTMENT
Section 1

OUR TEAM

Mary Gan

Vice President Finance
vpfinance@ams.ubc.ca • 604 822 3973
Oversees all financial operations of the UBC Alma Mater Society.

Rita Jin

Associate Vice President, Finance
avpfinance@ams.ubc.ca
Oversees all financial operations of Clubs and Constituencies, as
well as all Financial Policies and Procedures.

Elaine Zhang

Associate Vice President, Funds
avpfunds@ams.ubc.ca
Oversees all AMS Funds and Grants, fee-receiving groups, Opt-In/
Out-Outs, and AMS subsidies.
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TREASURER’S HANDBOOK
Section 2

AMS CAMPUSBASE

AMS CampusBase is a comprehensive campus engagement solution that
delivers an enriching campus experience by helping manage all student
organizations and involvement activities.

AMS CampusBase is the online platform we
use to communicate with clubs. Think of it as
a “facebook for AMS clubs.”
As treasurer, you should be one of the
“leaders” of your group page (clubs are
known as “groups”) so that you can access all
of the forms. If you are not, make sure you get
someone who is a current leader to appoint
you as a leader too.

EVERYTHING YOU NEED
You will find all forms/files you need for your
club on CampusBase. These include grant
applications and treasurer authorization forms.
DON’T HAVE A PAGE?
If for whatever reason your club does not
have an AMS CampusBase page yet, contact
clubsadmin@ams.ubc.ca for help.
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TREASURER AUTHORIZATION
PROCESS
This process is the same for all treasurers, regardless of if they are
returning treasurers from previous years.

STEP

1

Complete the Treasurer’s Orientation Canvas Course
You can register for the AMS Treasurers Canvas course here. This course contains
treasurer authorization, important documents/forms, and detailed information
you’ll need as a treasurer.
There are two key components as part of the virtual treasurer orientation process
that both need to be successfully completed in order to be authorized:
1. Authorization Quiz
•
Treasurers must achieve a minimum of 15/20 (or 75%) on this quiz
•
The quizzes go over common misconceptions of treasurer duties and
responsibilities so it is vital you review modules you struggle with on the
quiz.
2. Authorization Forms (form templates have been provided for you on the
Canvas page)
President Supplementary Form
•
•
NOTE: Be sure to name the file according to the following naming
conventions: “MainAccountCode_ClubName_PresidentForm”
•
For example: 123_FinanceClub_PresidentForm
Signature Card File
•
•
NOTE: Be sure to name the file according to the following naming
conventions: “MainAccountCode_ClubName_LastName_FirstName”
•
For example: 123_FinanceClub_Yan_Tyler
After completing the Treasurer Authorization Canvas Course, you will receive a
confirmation email within 7 business days. Canvas does not have an automatic
function for us to send email confirmation of approval, so approvals will be sent
out manually. You will only be emailed if you have filled out everything correctly.
Please check the comments section on the Forms page if you do not hear back
within 7 business days before emailing the Finance Office.
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STEP

2

Complete the Club Executive Orientation Canvas
Course
All treasurers must complete the Club Executive Orientation Canvas Course. Email
the Clubs Administrator at clubsadmin@ams.ubc.ca or the AVP Administrator at
avpadmin@ams.ubc.ca for the latest information on Club Executive orientations
and deadlines. In the meantime, you can self-enrol in the Canvas course at this
link: https://canvas.ubc.ca/enroll/YBNGRK.
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Responsibilities
Treasurers have the following responsibilities:

Administrative
•
•
•
•
•

•
•

Joining AMS CampusBase here
Joining the AMS Treasurers Canvas Course here, which includes treasurer authorization and
important modules containing documents and information you will need for your term
Complete the Treasurer Authorization process in a timely manner
Ensuring all members have completed the AMS waiver form for insurance liability protection
(this is done when a member signs up for AMS CampusBase)
Check the Treasurer’s folder in the administration office at least once a week. NOTE: Some
invoices in your club mail folder may require your signature or additional documentation.
Please sign these invoices and return them to the receptionist. Do not remove these from
the administration office.
Inform members of the contract signing procedure and Independent Contract Agreements.
Be responsible for all bookings made on behalf of your organization by acting as one of the
two Bookings Representatives and ensuring there is sufficient funds in your account prior to
renting any equipment from the AMS.

Financial
•
•
•
•
•
•
•
•

Write your club’s budget and aim to follow it.
Oversee all the financial activities of your organization.
Ensure that your club is in good standing with the AMS. This means keeping your
organization out of a deficit, submitting documents by their deadline, and keeping your
account active by having at least one transaction through your club account every fiscal year.
Be accountable for all transactions made by your organization.
Seek out alternative sources of revenue for unexpected expenditures or special projects.
Reimburse individuals who have spent money on behalf of your organization and paying all
the companies with which your organization does business.
Track Square sales (if applicable) and use Showpass for all events.
Ensure your organization does not use an external bank account. This is against AMS policy.
An exception is made during the COVID-19 pandemic to allow sponsorship funding and
membership fee collection in personal bank accounts, with the intention of transferring the
money to the organization’s AMS bank account ASAP.
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Provisional Budget Submission
Budget templates are sent out to authorized treasurers of constituencies/fee-receiving groups
on May 31st. Budgets are due on June 30th. Any constituencies/fee-receiving groups that fail
to submit their budget by this deadline will have their accounts frozen until it is completed.
For the 2021-22 year, only constituencies/fee-receiving groups are required to submit budget
templates. Constituencies/fee-receiving groups include undergraduate societies (ex. UBC
Commerce Undergraduate Society, UBC Science Undergraduate Society). If you did not receive
a budget template from us, you do not need to complete one.

How to create your budget:
The Finance Department will create an individualized budget template for
each constituency/fee-receiving group, and send them out to treasurers
that are authorized. Please note that if your club does not have a treasurer
that has completed the authorization process (outlined in Section 3), then
your treasurer will not receive a budget until it is completed. This budget
serves as a guide for your organization’s finances for the year and helps
us ensure clubs can continue to be successful by keeping their finances in
order. Please budget your expenditures based on the revenue you expect
to receive in the 2021-22 year and aim to spend what you are collecting
this fiscal year—do not budget based on the operating surplus you may
have from previous years. This is zero-based budgeting and is what the
AMS strongly encourages.
Treasurers and presidents needing access to their accounts should email
fincoordinator@ams.ubc.ca.
Access the system at sharepoint.ams.ubc.ca. Please note that you will need
UBC VPN in order to access Sharepoint. Instructions to install UBC VPN are
found here.

How to submit your budget:
Once the budget template has been filled out, it is then submitted to
fincom@ams.ubc.ca via email.
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CONTRACTS

All contracts need to be signed and approved by the AMS.
A contract is defined as follows: A formal
writing which contains the agreement of two
or more parties, complete with terms and
conditions, and which serves as a proof of the
obligation to commit, or not to commit, an act.
Note: Any formal writing that legally binds
your club to a certain action, however minor, is
considered a contract.
They do not include day-to-day commercial
transactions or merchandise/food sales.
Examples of contracts often drawn up
include those with other AMS clubs and
constituencies, the University of British
Columbia, hotels, restaurants, ski lodges, etc.

THE PROCEDURE FOR SUBMITTING
CONTRACTS
An Electronic copy must be submitted to
contracts@ams.ubc.ca at least 3 weeks prior
to your event.
When submitting the contract, you need to
submit it as a PDF Document saved as
YourClub’sMainAccountCode_VendorName.pdf

Example: “123_PanPacificHotel”
The Vendor Name is the organization you are
receiving the contract from.
Once reviewed and signed by the VP Finance
and one of three other AMS signing officers
(VP Admin, VP External and VP Academic),
one copy is returned to the club.
Payments cannot be processed until the
contract has been signed by the AMS.
For contract inquiries, contact Nadia Sobouhi
(nadiasobouhi@ams.ubc.ca) or Joanne
Pickford (joannepickford@ams.ubc.ca)
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Insurance Requirements
Should you have a social event or special occasion, there is specific protocol to ensure you
meet AMS Insurance Requirements. Please note, the AMS must approve all event contracts/
agreements prior to insurance requests.

OFF CAMPUS, NON-ALCOHOLIC EVENTS

(if proof of insurance is required)
•
•
•
•

Fill out a certificate request at least 3 weeks prior to the event at the AMS Admin office.
Please ensure you bring a copy of the signed contract.
You will need a venue address, contact person, and a fax number of the venue requesting
the insurance certificate (usually available in the contract).
You will also need a copy of the booking contract that includes the details of your event. This
booking contract has to be signed by the necessary parties.
The AMS Admin office will arrange for certificates to be issued.
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Insurance Requirements
ALCOHOLIC EVENTS
A. Events in the SUB
•

A copy of the Special Occasions License (SOL) must be submitted to the AMS Bookings
Representative, prior to the event. (You can apply for SOL online at www.solo.bcldb.com)

B. Events outside the SUB but on campus
•

A copy of the SOL must be submitted to the AMS Bookings Representative, prior to the
event.

C. Events off campus
•
•
•
•
•
•
•
•
•

Events held at venues where the club requires a SOL & Proof of insurance.
You must obtain a SOL and provide a copy to the Administration office.
You must go to the Admin Office to complete an application for insurance at least 3
weeks in advance of the event.
There is an event insurance cost that must be paid by the club or constituency that is
applying for the insurance.
Events held at a venue that does not require an SOL but do require insurance.
Fill out a certificate request at least 3 weeks prior to the event at the AMS Admin office.
You will need a venue address, contact person, and a fax number of the venue
requesting the insurance certificate.
You will also need a copy of the booking contract that includes the details of your event.
The AMS Admin office will arrange for certificates to be issued.

Event Waiver Form
•

Everyone attending the event must sign the event waiver. All waivers are then to be
submitted to the Admin/Finance Department offices.

Questions?
•
•

For more information on acquiring a SOL, please contact the AMS Bookings
Representative, Antonina Belova at amsbookings@ams.ubc.ca
For insurance inquiries please contact Joan Yu at joanyu@ams.ubc.ca
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BANKING INFORMATION
Section 3

AMS Bank Account
Once you have completed the treasurer’s authorization process, you are ready to start
accessing your organization’s bank account.

Benefits:
•
•

Interest-free loans
FREE banking, accounting, insurance

All clubs and constituencies have an account with the AMS. Having an account allows your
organization benefits and privileges that regular banks do not offer.

IMPORTANT NOTES
It is also important that you keep an active account with the AMS so that our system can
continue operating. You must process at least one transaction per year to keep your bank
account active.
AMS Subsidiaries are not, under any circumstances, permitted to use any outside bank
accounts (as they are not legal entities, only the AMS is a recognized legal party). If you
discover that your club maintains an outside bank account, please inform us immediately. You
will be asked to close this account and redeposit all funds into your AMS account; otherwise,
your club/constituency will be immediately de-constituted.
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Account & Transaction Codes
It is very important that Treasurers have a good understanding of their primary account code
and sub-account codes. The Treasurer’s Binder of AMS Account Codes is in the Administration
Office at the Treasurer’s Table. This binder will provide you with all the information you need
about your club’s account codes.

Primary Account Code:
Your first step is to find your primary account code. This is a three-digit number that identifies
your account, much like your account number at any regular bank.
All subsidiaries and their respective primary account codes are listed alphabetically at the
beginning of the binder in the “Alphabetic Division Listing” section.
The listing will look like this:
719 Speech & Linguistics Students Association
999 Star Wars Club
796 Statistics Club

Sub-Account Codes:
After you have found your primary account code you need to find the list of sub-accounts for
your club. They are listed numerically by primary account code in the “Accounts List” section of
the binder.
Your sub accounts will look something like this:
999-0000-00
999-4001-00
999-5050-00
999-5028-00
999-5028-00
999-7107-00
999-7107-01
999-7107-02

***SAMPLE CLUB ***
Operating Surplus
Membership Fees
Social Revenue
Miscellaneous Revenue
Miscellaneous Expense
Social Expense (Dinner)
Social Expense (Dance)

NOTE: It is important to note that these numbers do NOT represent individual accounts within
your primary account. These numbers are just a way of categorizing or giving a name to each of
your transactions. Think of them as “tracking numbers”. These categories are the names for the
transactions that appear on your trial balance. For more information, see Section 7.
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Account Codes Guide
Sub-Account
Code

Account Name

Purpose

0000

Header Account

This indicates when the account list for a new club
is starting. It should never be used on a form.

4001

Operating Surplus

This is the operating surplus from the previous
fiscal year. Again, this account code should never
be used on a form.

5000

Revenue Account

Any 5000 sub-account code is a revenue account
(e.g. 5050, 5070). These should be used when your
club has received funds and would like to deposit
them.
* 5070 is always your Miscellaneous Revenue
account (e.g. 999-5070-00).
Any 7000 sub-account code is an expense
account (e.g. 7105, 7107).

7000

Expense Account

These should be used when your club is paying out
funds and would like to reimburse a club member,
pay an invoice, etc.
* 7107 is always your Miscellaneous Expense
account (e.g. 999-7107-00).

Two digit
extensions
(eg. “-01”, “-02”,
etc.)

You can create “Events” accounts with any twodigit extension (e.g. “-01”, “-02”, etc.).
Event Accounts

That way you can differentiate various revenues/
expenses without creating new accounts.
(e.g. Social Events, Clothing, Sales, etc.).
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IMPORTANT INFORMATION
Account codes, continued

Every form you fill out to complete a transaction will require you to write a subaccount code. (See Section 8) (999-XXXX-XX)
•
•
•

•

It is important that you use the MOST appropriate sub-account when you are completing
transactions. This helps you and us at the AMS to know how your money is being collected
and being spent. This also helps future treasurers write budgets.
For these reasons, use of Miscellaneous Revenue and Expenses should be minimized.
As treasurer, you may add new or remove sub-account codes. For example, if the ‘Sample
club’ was going to host a new event this year, like a basketball tournament, the treasurer
could add a new event code called Basketball Tournament or perhaps an expense code for
Athletic Expenses.
NOTE: AMS accounts are unlike regular bank accounts, in that each account ‘goes one way’.
Use REVENUE accounts (5000 codes) for ALL MONEY IN
Use EXPENSE accounts (7000 codes) for ALL MONEY OUT

To set up new sub-account codes contact:
Joan Yu
joanyu@ams.ubc.ca
604-822-9019
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How to Read a Trial Balance
A Trial Balance is a report of your club’s account activity for the fiscal year. This information
is available electronically via SharePoint. You can obtain a printed copy by request in the
Administration Office or by any member of the Finance Department. All you need to do is ask!
It is a good idea to have a trial balance printed for the previous fiscal year when you begin
your duties as treasurer. This will give you a general idea of your club’s sources of revenues
and expenditures. You may want to review this with the previous treasurer and ask for any
clarification if it is needed.

There are 2 ways to access your subsidiary’s information:

1. SharePoint

2. In-Person Print Out

This is the SharePoint system, which allows
you to view your account transactions and
balances and compare to your budget and
previous year’s spending!

The “AMS Bank” (Front Desk Administration
Office) can print out trial and historical
balances and transactions of your accounts.

Treasurers and presidents needing access to
their accounts should email
avpfinance@ams.ubc.ca

Their office hours are 9am - 4:30pm
Monday through Friday.
(Summer hours are 9am - 4pm
May 1st to Sept 1st)

Access the system at sharepoint.ams.ubc.ca
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Trial Balances
IMPORTANT THINGS TO REMEMBER
•

Trial balances are run by fiscal year: The fiscal year is from May 1st – April 30th. This
means a trial balance for 2017 would be for the fiscal year that ended on April 30th, 2017. If
you want to see the present fiscal year, you would want a trial balance for 2018.
•

•

Any transactions that happened after April 30, 2017 will be considered part of the
2018 fiscal year, regardless of which fiscal year you would like them included under.
This is always good to keep in mind when writing budgets, as some transactions
might not have been included in the correct fiscal year.

A trial balance is organized by sub-account code or transaction item. This means you will see
all your transactions categorized according to their prescribed sub-account code on the trial
balance. Each individual transaction under the sub-account codes will include the date of the
individual transaction.

Account Codes on Trial Balances
•

The first number that appears on the trial balance will always be your operating surplus from
the previous year (account code ###-4001-00). This is automatically carried over for you at
the start of each fiscal year.

•

ANY NUMBERS THAT APPEAR IN THE NEGATIVE ARE EXPENSES
(7000 account codes).

•

Consequently, NUMBERS THAT APPEAR IN THE POSITIVE ARE REVENUES
(5000 account codes).

•

At the bottom of the last page of the trial balance is your closing balance (the difference
between all of your expenses and revenues for the current fiscal year).
•

If you are reviewing last year’s account activity, this is your closing balance for the
previous year.

•

If you are reviewing a trial balance for the current fiscal year, this number would
reflect the balance presently in your account.
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Reimbursements
Reimbursements are a huge part of your day-to-day duties as a Treasurer. Follow the
outlined reimbursement process below for quick and painless reimbursements. After
submission, reimbursements will be completed within approximately 3-4 business days.
Cash reimbursements ($200 or less) or cheques are available for pick up from the AMS
Administration Office. Cheques can also be mailed out if indicated on the form upon submission.

The Reimbursement Process
1. Have someone from your organization pay for the item that your organization needs to
purchase. Make sure to keep both the original line item receipt and the debit/credit
receipt (if applicable).
•

Transactions exceeding $500 may be made directly from your AMS account without
the need for a member to pay upfront. This may be done by filling out a Cheque
Requistion form and attaching an invoice/quote.

•

Please note that treasurers themselves should not make purchases and reimburse
themselves, as that removes a necessary procedural step to prevent FRAUD. If
absolutely necessary, treasurers must attach a memo signed by three execs in
addition to an original receipt.

2. Fill out the correct form and attach the original receipt to the back (both the line item and
debit/credit receipt) to submit to the AMS front desk. Forms can be found online and inperson at the AMS front desk.
•

If the reimbursement is $200 or less, fill out the pink Cash Disbursement Form.

•

If the reimbursement is over $200, fill out the blue Cheque Requisition Form.

•

If the purchase was made using foreign currency (for example a purchase on
Amazon.com using US Dollars), please inquire with our Finance Office about
International Wire Transfers.

•

With any of these forms, please ensure that you are careful with which account code
you are using, and making sure to use the legal name of whoever it is payable to.
You must also staple the original receipt to the back of the form as proof of payment.
Photos of receipts will not be accepted and scanned copies are a last resort only.
Please keep a scanned copy of every receipt for your own records as it may be
useful with applying for funds and grants.

•

If the reimbursement is not for the full amount indicated on the receipt, please write
“partial reimbursement” on the form.
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Reimbursements
The Reimbursement Process (continued)
3. Check to ensure that the following are entered correctly on the form:
•

Account Code (for your organization)

•

Subaccount Code (for the expense account the reimbursement will be taken out from)

•

The required signatures for approval (including your own!)

4. Submit your form and receipt to the AMS front desk. If your transaction is for a project that
had a contract signed by the AMS, make sure to submit your reimbursement forms WITH a
copy of that contract.

Requirement - Line Item Receipts
Please note that in the case of reimbursement for credit card/debit purchases, a bank statement
alone is NOT sufficient as backup. The statement can be included but it must be accompanied
by actual invoices/receipts. Proof of payment for invoices are required. This is a requirement of
Provincial and Federal Taxation Authorities.

Procedure for Lost Receipts
If you have lost the receipt, you can obtain a duplicate from the vendor. If this is not possible,
as a last resort, a memo signed by three club executives indicating who is to be reimbursed,
the amount, and the purpose of the reimbursement must be attached to the form. To find the
memo template: Google “AMS club files” → click on the first link → click on “Reimbursement
Memorandum Template” under the “Finance” heading.

Procedure for Treasurer Self-Reimbursements
If you are reimbursing yourself, we require further documentation in addition to the receipts.
Similar to the memo for lost receipts and invoices, a typed memorandum signed by at least
three club executives other than yourself stating that you are authorized to reimburse yourself
must also be attached to the cash disbursement form. Ensure that the amount and purpose of
reimbursement are clearly stated in the memo.
*ALL SELF- REIMBURSEMENTS MAY BE SUBJECT TO REVIEW AND APPROVAL OF THE
FINANCE DEPARTMENT
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Reimbursements during COVID-19
You are able to submit reimbursements and payments remotely during the COVID-19 pandemic.
For example, you may want to reimburse a club member for a purchase they made on behalf of
your club or pay a company for their goods.
1. Reimbursement or payment forms can be found on the AMS website:
https://www.ams.ubc.ca/club-forms-for-treasurers/ or at the AMS Treasurers Canvas course.
2. Make sure you have the right account code, and that all applicable blanks are filled out on
the form.
3. The authorized treasurer is the ‘Requestor’ and the ‘Payee’ is the person you are
reimbursing.
4. You may e-sign the form and submit the reimbursement form and the corresponding
receipts by emailing reimbursements@ams.ubc.ca
When you are emailing your reimbursements/payments:
• Send one email per one payment request
• In the subject line, indicate the type of request
•
E-Transfer - [Name of Payee]
•
Bulked E-Transfer - [Name of Club]
•
Cheque & Wire payment - [Name of Payee]
•
JV - [Name of Club]
• In the body of the email, indicate what the reimbursement was used for
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Deposits during COVID-19:
Sponsorship, Membership Fee
Collection, etc.
Electronic Desposits
You can deposit money (sponsorship deposits, membership fee collection) electronically
during the COVID-19 pandemic. Treasurers can first collect money through their personal
bank accounts and then transfer the money to their AMS account through the following
two ways. This is a special exception made due to the pandemic and will be up for
re-consideration in September 2021 when in-person instruction resumes.

E-Transfer
1. Send the money to deposit@ams.ubc.ca
2. Contact AVP Finance at avpfinance@ams.ubc.ca and attach a proof of transfer (screenshot
or PDF) and receipt of income (sponsorship invoice, membership fee collection, etc.)
3. The AVP Finance will then ask you to fill out a JV (we will provide you with the template) so
that we can deposit the money in the account code you want

Bank Transfer
Contact the AVP Finance at avpfinance@ams.ubc.ca to get the AMS’s void cheque for bank
transfers.

In-Person Deposits
For in-person deposits, it can be done through cheque or cash. If cheque, please have the
cheque be addressed to [Club Name] C/O AMS of UBC Vancouver. You can either bring it
to the Nest directly or have it sent to 6133 University Blvd, Vancouver BC, V6T1Z1,
where the cheque will be put in your treasurer folder upon its arrival. You can then use a
deposit form to deposit the cheque.
You can also bring membership/sponsorship money in the form of cash to the AMS Office
for depositing. Please use a deposit form (found at the AMS Office)
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Reimbursements
Restrictions
•

ALL CREDIT CARD REIMBURSEMENTS OVER THE AMOUNT OF FIVE HUNDRED DOLLARS
($500.00) MAY BE SUBJECT TO THE REVIEW AND APPROVAL OF THE FINANCE
DEPARTMENT. (So, do not charge something to your card unless you are prepared to pay for
it yourself should the department reject your reimbursement.)

•

NOTE: CREDIT CARDS SHOULD BE USED AS A LAST RESORT ONLY. It is inappropriate for
you to use your credit card where an invoice or other banking procedure should be used.
Large transactions can be paid directly with your AMS bank account by requesting for a
cheque to be issued to the seller. You should not be introducing a personal financial tool into
a transaction that should be between the AMS and the Third Party.

Invoice Payments
All venue rentals should be paid using an invoice, if you use a credit card instead of the invoice
procedure, your reimbursement will be rejected, and you will bear the full cost of the venue
rental. (If you are unsure of something, ASK FIRST. Don’t put it on your card and try and explain
things afterwards, there will be no exceptions after the fact) A clarification: if the only way to pay
for an item is by credit card, then that IS the proper banking procedure. For example, Airline
tickets, or items that must be purchased online (however, it is still best to check ahead of time if
the items total several thousand dollars).

Make sure to follow these
procedures for quick & easy
reimbursements
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US Bank Online Instructions
Instructions On How To Access And Navigate US Bank Online
Accessing US Bank Online
1.
2.
3.
4.

Go to https://www.access.usbank.com/
Log in using the credentials you received enclosed in an email from the US bank.
In case you haven’t received an email from the US Bank, contact the Financial
Systems Admin (fincoordinator@ams.ubc.ca)

Viewing Transactions Based On The Billing Cycle And
Printing Account Activity
1. From the tabs on the right, click on Transaction Management → Transaction List.
2. The Billing Cycle Close Date will be setto ‘Open’ by default. This simply indicates the current
billing cycle.
3. Please make a note thatthe billing cycle closes on the 27th of every month.
4. To view previous transactions select a cycle from under Billing Cycle Close Date.
5. You can print your account activity for a particular billing cycle or all cycles by selecting the
cycle and clicking on Print Account Activity.
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US Bank Online Instructions
(continued)
Making Changes To Posted Transactions (uploading receipt,
posting allocation comment, reallocating transaction)
1. Click on the transaction you want to post a comment under.
2. Click on Tax and Allocations.
3. It is the cardholders responsibility to update the tax fields according to the actual receipts.
a. If the departments are not applicable to the GST claim, delete the amount under National
Tax (GST) and Regional Tax (PST).
b. If the departments are applicable to claim the GST, update the $ amount according to
the actual invoice, as the GST portion might show differently on the original invoice. The
automatically computed amount may not be accurate.
4. Fill out the comment (i.e. purpose of purchase under Allocation Comment).
5. The payment is allocated to XXX-7107-00 by default where XXX is your club/constituency
code. If you wish to reallocate itto a different account, you can input that code under the
same Tax and Allocations tab.
6. Then click on Save Allocations.
7. To upload the receipt, click on the
(‘paperclip’) symbol. Upload a detailed receipt and
click Save.
8. Once you have made all the changes, you can go ahead and approve the transaction.
9. You are required to upload the receipts and post allocation comments before the billing
cycle closes (27th of every month). You will be given a buffer of 10 days after this date to
make necessary changes. If you fail to do so, you will have to manually send the missing
information to either fincoordinator@ams.ubc.ca or joanyu@ams.ubc.ca
10. Please note that you can only make changes to the transactions that are either open or have
not been approved yet. Closed transactions will have a lock under Allocations.
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BANKING FORMS
Section 4

Cash Disbursement Form
This is the form you use if you wish to pay someone in cash ($200 or less) as a reimbursement
for an expense or purchase for the club. Once you have filled it out, and submitted it to the
Receptionist, the payee can pick up their money at the cashier’s desk in the Administration
Office between 12:00 and 4:30pm Monday to Friday. Cash disbursements take 1-2 business
days to process.

To avoid problems, remember:
•

The amount must be $200 or less.

•

Do not make a disbursement form for businesses, individuals only.

•

Only the person to whom the cash disbursement is made payable can pick it up and they are
required to show ID.

•

Do not use abbreviations for club names.

•

Use full account code and detailed descriptions.

•

Staple receipts or minutes to the back of the form. For receipts/memorandams or minutes
that are 8 ½” x 11” please attach horizontally to the top left hand corner of the form.

•

Cash Disbursements will be cancelled and returned to the Treasurer’s file if not picked up
after six months. In this case, you would need to re-issue the disbursement.

•

Please round to the nearest five cents for all cash disbursements.

•

NOTE: Withdrawals using the cash disbursement form will not be recorded in your account
until the money has been picked up. To avoid unauthorized deficits, keep this in mind when
keeping track of your finances (See Section 10).
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Cash Disbursement Form
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e-Transfer for Disbursements
The eTransfer Form is used if the reimbursement is for a purchase under $1,000 (EXCEPT
during the Covid-19 pandemic where any amount can be reimbursed). Payees must have a bank
account with any Canadian Financial Institution. Payments may take up to 3 business days to
process.
Please send reimbursements with all of the relevant documents/receipts to
reimbursements@ams.ubc.ca

To avoid problems, remember:
•

Fill out ALL required fields on the form.

•

Do not use abbreviations for club names.

•

Use the full account code and detailed descriptions (make sure you’re filling out the account
code correctly!)

•

Include receipts, bank statements if applicable, and AMS-signed contract if applicable

•

You are the ‘Requestor’ and the ‘Payee’ is the person you are reimbursing

•

NOTE: Withdrawals using the e-transfer disbursement form will not be recorded in your
account until the e-transfer has been accepted by the Payee. To avoid unauthorized deficits,
keep this in mind when keeping track of your finances
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e-Transfer for Disbursements
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Cheque Requisition Form
This form is used to reimburse someone for some object or service they have provided to the
club for more than $200 or if the person requests that the repayment be made by cheque.
Once you have filled it out, the payee can pick up their cheque from the Receptionist in the
Administration Office. Cheque requisitions take approximately 3-4 business days to process.

To avoid problems, remember:
•

Submit forms at least 3-4 business days before you need the cheques.

•

Cheques can be mailed to the recipient or picked up by the payee from the Administration
Office. If no address is indicated on the form, the cheque will only be available for pick up.

•

Do not use a cheque requisition when you have the supplier mail you the invoice, or you will
end up paying twice. Use the invoice stamp (See receptionist).

•

Do not use abbreviations for club names.

•

For the amount, be sure to use the exact value indicating cents.

•

Staple receipts or minutes to the back of the form.

Ensure you have provided sufficient documentation which includes one or
more of the following:
1. An invoice/receipt: Should include details of the recipient of goods and/or services, the
nature of goods and/or services supplied, cost breakdown, and the calculation of taxes (PST/
GST where applicable).
•

They must also show PROOF of payment somewhere on the invoice.

2. An event contract: Should include payment schedule that has been approved by SAC.
•

Packing Slips, Bill of Landing and/or Delivery Invoice: Should be supporting the
receipt of goods/services, and with cost breakdown, and the calculation of taxes (PST/
GST where applicable).

3. Minutes from an executive meeting/AMS Council for the purpose of an honorarium,
donation and in rare occasions where a receipt was lost and cannot be reproduced. Minutes
should outline reason for payment/schedule for payment, and should be signed by two
executives (other than the treasurer and the person to be reimbursed).

NOTE: When a cheque requisition is used, the amount will be charged to your
account immediately, not when the cheque is cashed.
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Cheque Requisition Form
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Invoice Stamp
The invoice stamp is used to pay invoices that are in Canadian Dollars ONLY. Please ask
reception for the stamp.

To avoid problems, remember:
•

Never write anything in the “vendor” space. It is for office use only.

•

When invoices are paid via the invoice stamp, the cheques are mailed directly to the
company - you do not need to return to pick them up or mail them. (unless request is made
for pick up)

•

The invoice is required to use the invoice stamp; if you have lost the invoice you should use
the cheque requisition form, minutes and/or a memorandum.

•

Do not use abbreviations for club names.

•

Ensure you have sufficient documentation. See Cheque Requisition Forms for details.
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Deposit Form
Since anyone can make a deposit into your account, others should be shown the proper
procedure of how to fill out this form prior to use. A copy of the deposit form will be placed in
your treasurer’s file once it has been processed.

Don’t forget to:
•

Make two copies, using the carbon paper provided.

•

Provide a brief description of the deposit.

•

If you are depositing proceeds from a resale of items, please ensure that you pay your PST/
GST in the section provided. (See Section 10).

•

If depositing enough coins to make a roll, rolls are available at the cash desk. For large
amounts of coins, a coin-rolling machine is available.

•

For loose coins, separate them into small envelopes, available at the cash desk. Please do
not seal or label the small envelopes. If you have rolls of coins, pass them over the counter
to the cashier.

•

MAKE SURE ALL BILLS ARE FACING THE SAME WAY. DO NOT FOLD.

•

If depositing US cheques, write the value of the cheque in US dollars. The Administration
Office will make the conversion to Canadian currency.

•

To preclude errors and omissions, internal controls are in place to ensure all revenues are
duly recognized in the club accounts. Therefore, the person responsible for reconciling
receipts to cash received should be different from the person preparing the deposit.

A Revenue/Fees Worksheet (white form) is available to assist organizations to compile and
control their receipts. Where appropriate, this worksheet can be used to tabulate ticket sales,
membership fees, and registration fees. To maintain process integrity, the person preparing the
worksheet should not be the same person who deposits cash. A completed worksheet should
substantiate and be submitted with the deposit form (see reconciliation section of the deposit
form).
•

Once the form is complete, place the forms, cash, and cheques in an envelope, (available at
the cash desk). Label the front of the envelope with your organization’s name and primary
account code. Seal it and drop it in the slot at the cash counter.
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Deposit Form
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Float Disbursement Form
For any kind of function where you will be selling something (cookies, tickets, bzzr) you will
probably require a float. The Float Disbursement Form allows you to make a withdrawal from
the club account for use as a cash float, not for direct purchases or cash advances.

Important things to note:
•

Provide at least 24 hours’ notice.

•

When ordering coins, please try to order complete rolls.

•

If you desire tickets or a cash box, fill out a Function Requirement form in duplicate.

•

Only the treasurer can pick up the float (unless another person is specified on the form) and
in that case, ID will be required as proof.

•

When returning float, fill out a deposit form with description reading “Float Return” and make
the deposit into the expense account you withdrew the float from. This is the one occasion
you can deposit money to an expense account.
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Journal Voucher
On occasion, your club/constituency may transact with another subsidiary ofthe AMS.
In these cases, a journal voucher may be used to transfer money to an organization that
has an account with the AMS (CiTR, EUS, Aqua Soc.). Journal Vouchers cannot be used
with departments ofthe University. Journal Vouchers can also be used to transfer
money between your own accounts. Important things to note:

Important things to note:
•

Make two copies using the carbon paper provided.

•

Please attach receipts, contracts, and general ledger or email printouts as sufficient backups
for the transaction. Back up documentation is required.

•

Totals in the ‘debit’ and ‘credit’ columns should be equal.

•

DEBIT account code: the account code where money is being WITHDRAWN from

•

CREDIT account code: the account code where money is being put INTO

•

Club/dept name and debited club/dept name is the name of the club where money is being
withdrawn from

•

Treasurers are the ‘Initiator’ and ‘Approver’

•

Include a meaningful description of the reason for the transaction.

•

If you are charging another club, place the voucher in the file ofthe treasurer being charge.

•

If you find a voucher in your file, sign it and give it to Reception.
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Journal Voucher
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Purchase Order Request Form
The main method of purchasing items for your organization is to have a member purchase the
item and reimburse them using a Cheque Requisition or Cash Disbursement Form. However,
some businesses require purchase orders. For example, your club/constituency may decide
that it would be practical to have an account created with the UBC Bookstore in order to allow
certain members of your organization to make purchases by charging them to this account. This
can be accomplished by filling out a Purchase Order Request Form.
When you fill out a Purchase Order Request Form, the money is taken out of your account and
placed in a holding account. You do not have access to this money until the expiry date of the
Purchase Order Request expires. Each time a purchase is made, it is debited from the holding
account. Your club is committed to paying the amount designated by the Purchase Order
Request. When the Purchase Order Request Form expires, any remaining money is returned to
your account.

Important things to note:
•

Only use a purchase order when a business requests one.

•

The receptionist in the Administration Office sets up the bill.

•

An account at an external business or a “blanket order” can have as many as four signing
officers.

•

Signing Officers for Blanket Orders need to be present when the Purchase Order is
submitted, and should have ID ready.
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FUNDS AND GRANTS
Section 5

Funding
Various financial resources are available for student groups. All information can be found on
Finance Department website at:
https://www.ams.ubc.ca/how-we-run/finances-funding/
Here’s a start on what you need to know about funding from the AMS.

1. Application Submission

3. Required Project Information

Application forms are available on the AMS
website. Click on the “About us” tab, then
“Finances & Funding” to access eligibility
criterias, fund details and application portals

1. A detailed preliminary budget using the
AMS template, found on the AMS website
(https://www.ams.ubc.ca/get-involved/
clubs/operating-a-club/)
2. The amount requested

2. Application Deadlines
Applications need to be submitted at least 3
weeks prior to the project implementation (i.e.
the event date of an event or the start date of
an initiative)

3. A detailed and thoughtfully filled out
application form available on the AMS
website.
4. (Optional) Any additional letters of
support from staff, leaders of other clubs,
community

4. Process
Once your application has been submitted,
it will go through the Funds Committee and
Elaine will contact you on the status of your
application.
Any questions regarding this process can be
emailed to Elaine.

There are also other funds available for university projects through other
avenues so please email Elaine (fundsandgrants@ams.ubc.ca) if you have
additional inquiries.
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Our Funds
Name

Requirements

Clubs Benefit
Fund

•

Used to fund special, non-recurring projects that are
related to the Club’s area of interest. Can also be
used to purchase furnishings and equipment for the
club.

$10,000
/club/fiscal year

Competitive
Athletics Fund

•

An AMS Club competing in races/competitions,
or hosting tournaments at UBC, used to purchase
necessary equipment or rental of sports facilities
Applicants of this fund may not be eligible for funding
from UBC Athletics

$3600
/club

Only AMS Constituency are eligible
Used to fund elections referenda expenses,
communication expenses or furnishing expenses
Elections per referenda per communication expense
shall total 15 cents per constituency member but no
less than $75 in total and no more than $375

$1000
/constituency

Applicant must be an AMS member (UBC student)
Used to fund philanthropic, academic, or other causes
deemed worthy by the AMS Finance Department
AMS clubs cannot apply for this fund
This fund is initiative based which means that multiple
students will be grouped together if applying for
individual funding for the same initiative

$1000
/project

•

Constituency
Aid Fund

•
•
•

Student
Initiatives Fund

•
•
•
•

Max Funding
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The Sustainability Projects Fund
The AMS Sustainability Projects Fund (SPF) is available to all students and organizations that
seek to reduce the ecological footprint of UBC’s campus. SPF was established in September
2011, when UBC students passed a successful referendum to support student-initiated
sustainability projects, through a $2.25 per student fee each year.
The SPF encourages an environmentally conscious culture, by funding student-led projects that
reduce the ecological footprint of UBC students and their campus.

Important notes on SPF:
•

The maximum project funding is $15,000 and funding is not retroactive.

•

Projects that have a significant and enduring impact on fostering an environmentallyconscious campus culture and/or create tangible, physical impacts in terms of reducing
UBC’s enviromental footprint will be prioritized.

•

Applicants to the fund are due a week before SPF committee meetings which occur once
a month*. Meeting dates from September-April will be posted online on the AMS website.
NOTE: The committee traditionally does not meet in May, August or December.

•

There is a 1-year deadline on all approved projects. Funds will expire after that.

•

Large Project applications: funding will be capped at 40% of our overall budget. If passed
through the committee, large projects are expected to present their application at a following
meeting (either in person or in video format). Large projects are expected to submit longer
final reports of 2-3 pages maximum.

•

Projects expected to take longer than 4 months to complete will need to include a set of
milestones in their application. These milestones will allow the AMS Sustainability staff to
regularly gauge the progress of long projects and report back to the committee.

•

Projects that are events must include the approximate number of attendees in their report.
If a project fails to submit a milestone report, the Sustainability Funds Administrator will
withhold fund reimbursements until the reports are submitted.
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The Sustainability Projects Fund
Criterion

Description

Environmental
Impact

Will this project directly (i.e. not just by educating) reduce the
ecological footprint of the AMS? UBC campus?

/4

Student
Engagement

Is this project initiated/conducted by students? Will this project
encourage or assist the engagement of students with their
surroundings, their social, mental, cultural, spiritual, physical
health and wellbeing?

/4

Outreach

Will this project educate students (or the public) on the
importance of sustainability and ways they can help beyond
what is already common knowledge?

/4

Longevity/
Potential Growth

How long will this project’s effects be felt? Will this project set a
precedent for more impactful change?

/4

Budget
Reasonableness

Is the project reasonable in its budget and timeline? Could the
project be done for cheaper? Is the project likely to run over
budget or over time? Are ongoing costs accounted for?

/4

Scope
Reasonableness

Do the anticipated outcomes of this project seem reasonable?
Will it reach as many students as predicted? (For example, could
it create more waste than it saves?)

/4

Innovation

Is this project trying something new? If similar projects have
been done before (here or elsewhere), is this project learning
from those and making necessary changes?

/4

Quantifiability
of Outcomes

Are the outcomes of this project quantifiable? Can the project be
deemed a success or a failure?

/4

Value

Are the expected outcomes of this project worth the amount of
funding requested?

/4

Total

Score

/36
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SHORT TERM LOANS
Another form of financial support from the AMS

For clubs and constituencies, the AMS can provide short-term interest-free loans. Short-term
loans are granted based on your ability to ensure repayment by the deadline specified on your
application.

GETTING A SHORT TERM LOAN
Get in touch with our Funds and Grants Administrator to explain why a short term loan is
necessary for your organization. You will be required to submit a short term loan application
which will be reviewed at the Funds Committee Meeting for approval.

TERMS & CONDITIONS
Loans need to be paid back to the AMS within the fiscal year that they are used. In order
to successfully obtain a loan, you must create a detailed revenue plan outlining how your
organization plans to make the loan amount back. This includes a timeline of when funds will be
transferred to the AMS and how much is projected to be returned at any point in time.
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FINANCIAL TECHNOLOGY
Section 6

SQUARE POLICY AND PROCEDURE

Square is a mobile payments and analytics
product that works with iPhones, iPads, and
Android to accept credit card payments.
After you download the Square Register app
for free from the Google Play or App Store,
you can simply plug in your Square reader
and accept credit cards for all club operations
for the first time ever. Just log-in as an AMS
mobile user and start building campus culture.

HOW TO GET A SQUARE DEVICE
A treasurer of a club/constituency must
email the Financial Systems Coordinator at
fincoordinator@ams.ubc.ca to learn more
about obtaining a Square device.
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THE BENEFITS OF USING SQUARE

What are some problems that
Square helps with?
WALK AWAY MEMBERSHIP SALES
No more “Sorry, I would love to join; I just
don’t have cash on me!”
REDUCING PERSONAL LIABILITY
Reducing the problem of an individual having
to front money to make an event work and not
getting their money back.
INCREASING IN-EVENT SALES
Sell goods and merchandise at your events to
increase profits.
MORE CONVENIENCE
Create accounts for your reps, and they’ll be
able to easily sell tickets and goods across
campus—and Vancouver at large.

Increase your club revenue
You do not have to think about Square
as payment replacement, but a payment
alternative. We charge a rate of 2.75% per
transaction.
If you have any questions regarding Square
please contact fincoordinator@ams.ubc.ca
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WHAT IS IT?
•

A highly innovative ticket and event coordinator which allows both customers and
administrators to organize and collect data and information efficiently

•

A Ticketmaster but with access to any kind of event no matter the size or scale.

WHY DO YOU NEED IT?
•
•
•

•
•

Paperwork free: Get ticket revenue automatically deposited into your AMS bank account.
Easy online ticket sales: For the first time the AMS has a highly user-friendly event manager
where you can customize and tailor your tickets to any specification you desire.
More administrative power for clubs and constituencies, whereby you can not only sell
tickets but provide discounts, easily manageable refund application, view both in-depth
and useful statistical information regarding sales and expenses, and view and manage all
transactions.
Registration control: Newly created ability to create and manage guest lists as well as
queues. Capacity control settings within your event to ensure numbers are maintained
orderly and view individual check-ins for your event.
Stats have never been so easily viewable and user-orientated. Clearly stated Revenues,
Ticket Sales, and Bookings are all at your service.

WHO IS ELIGIBLE?
•
•

All clubs and constituencies are to use Showpass
Please contact the Financial Systems Administrator at fincoordinator@ams.ubc.ca if you are
interested in setting up a Showpass account for your club, or want to be added to your club’s
account as a manager.
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WHAT IS IT?
•
•
•

A Credit Card given to clubs and constituencies who have applied and been accepted for its
use based on that individual clubs prior fiscal year revenue and expenses.
An opportunity for Treasurers to not have to use personal credit cards or pay in advance
from personal funds for club expenses.
A responsibility and contract between the AMS and Card Holder in which they must comply
with and follow all obligations in correspondence with the Credit Card contract.

WHY DO YOU NEED IT?
•
•

•

Have the ability to purchase items for your
club that may otherwise be difficult to
purchase individually.
Increased spending potential, which in
turn has the possibility of creating better
events, experiences, and results. Creating
both internal and external reputation.
A balanced and constant connection
between your club or constituency and the
AMS.

WHO IS ELIGIBLE?
•

•
•
•

Credit limits will be set up to 3% of the clubs/constituencies previous year’s net revenue
• Credit limits can be altered based on the needs and requirements of the AMS and
the clubs/constituencies. Alterations to a credit limit may be requested with an
appropriate reason and for a reasonable time.
Authorized treasurers are the only ones who may request a USBank Credit Card and are
the only ones eligible to use them, or the person whose name is registered and physically
imprinted on the card.
Clubs/constituency financial standing and history will be reviewed to determine whether
eligibility is suitable.
Credit cards can currently only be extended to constituencies and certain clubs. Please
contact our Financial Systems Administrator at fincoordinator@ams.ubc.ca if you are
interested in obtaining a credit card.
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AMS CREDIT CARD USAGE POLICIES
As of May 2021

PURPOSE
The purpose of this Statement of Policy and Procedure is to ensure that all Staff, Clubs and
Constituencies and major executives of the Alma Mater Society of the University of British
Columbia properly utilize the credit cards provided and that adequate control is established
for day-to-day use. This card is intended to eliminate any small cash reimbursements or out of
pocket expenses transactions.

SCOPE
The AMS Credit Card Usage Policy applies to all AMS staff, authorized treasurers, presidents
and executives of the Constituencies and Clubs who hold a credit card issued by the AMS.
The treasurers holding AMS credit cards are responsible for:
•
•
•
•
•
•
•
•

Providing the requested personal information at time of enrollment.
Ensure the proper safekeeping and appropriate club and constituency use of the credit card.
The credit card and its information must be kept securely and cannot be given to another
individual.
Upon procurement, promptly attach receipts, provide your department charge code and
explanations for all credit card transactions on US BANK Corporate Card Program.
Review transactions online on US BANK Corporate Card Program and follow up all
questionable transactions with Visa immediately (telephone number on back of card).
Responsible for all transactions that go through the Visa under your name thus the treasurer
must retain all receipts as proof for any audit purposes.
Charges for items where the receipt has been misplaced must explain clearly the purpose
of the transaction and indicate “receipt missing”. In addition, the treasurer must attach an
AMS memo signed by three executives to justify expense.
Use of club or constituencies credit cards for expenses of a personal nature of any kind
may result in disciplinary action by the AMS up to and including deconstitution.

The presidents of the club and/or constituencies holding AMS credit cards are responsible for:
•
•
•
•

Ensuring that the treasurer is using the credit card correctly in its respective parameters.
Reviewing and authorizing credit card invoices used by their treasurer on a timely basis to
avoid late penalties.
Discuss and approve monthly credit card statements at executive meetings for transparency
and accountability.
Review, audit and report all questionable credit card transactions.
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AMS CREDIT CARD USAGE POLICIES
As of May 2021

THE FINANCE DEPARTMENT IS RESPONSIBLE FOR
•
•
•
•
•

Reviewing all transactions of all credit cards on a monthly basis to ensure proper spending.
Review all scenarios of credit card misuse and implement the necessary penalties.
Conduct the issuing of all new credit cards for new applicants.
The Finance Department shall verify the authorized transactions and schedule the
statements for payment according to the terms of the credit card contract.
The AMS Finance department reserves the right to cancel the credit card at any time.

PENALTIES FOR IMPROPER USE
Using a Company Credit Card is a privilege and that by doing these simple things above you
will not have to process cheques or wait for reimbursements. If the above policies are not
followed there will be consequences.
The Finance Department will administer penalties on three levels of occurrences, proceeding
in the order as shown. These penalties will be given if a Club, Constituency or staff member
misuses the credit cards issued by the AMS and violates the AMS Clubs and Constituencies
Credit Card Policy.
Minor Offence (Offences up to and including $50 CAD and those that cause operational delays):
1. Official Warning to the Treasurer and President of the organization and placed under
investigation for misuse.
2. A one-month freeze to the Clubs and/or Constituencies accounts.
3. Final penalty applied will be a permanent freeze to the Club and/or Constituency from using
their accounts for any transactions until the end of the fiscal year.
Major Offences (If offence is greater than $50 CAD):
1. The matter will be investigated by the finance committee and they will decide upon any
disciplinary action up to and including deconstitution.
List of Possible Misuses (this is by no means an exhaustive list):
•
•
•
•

A personal expense—unaccounted for by the Club and not for the sole purpose of
benefitting the Club.
Not coding the transaction on the US Bank Corporate Card.
Losing the issued Credit Card
Not attaching receipts on the US Bank Corporate Card Program (unless a memo is attached)
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AMS CREDIT CARD USAGE POLICIES
As of May 2021

LEGAL LIABILITY
If an expense on the card is not club or job related, then the club, constituency or staff
member will always be legally liable to any expenditure made on the card.

AGREEMENT
I have read and understood the Credit Card Usage Agreement set forth by the Alma Mater
Society of UBC (AMS) for having a Corporate Credit Card under my name. By signing this form, I
give permission to the AMS to withhold or deduct funds from my club account or paycheque for
unauthorized expenses, personal items, and unreported expenses incurred on the credit card
issued to me.
Club/Constituency Name:
Last 4 Digits of Card Number:
Treasurer’s Name:
Treasurer’s Signature:

Date (DD/MM/YYYY):

President’s Name:
President’s Signature:

Date (DD/MM/YYYY):
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TRANSITIONS
Section 7

Transition Checklist
Your final job as treasurer is to ensure that your subsidiary’s next treasurer is
well-transitioned into his or her role both within your organization and into the
AMS. Please also ensure the AMS finance department has two weeks notice
prior to treasurer transition.
While many clubs and constituencies have their own requirements for transition, here are 6
easy steps that you need to complete in order for your club’s next treasurer to have a smooth
transition into the AMS:
1. Ensure that the incoming treasurer has a general idea of your club’s AMS account. Going
over your club’s accounts on AMS Online (SharePoint) and explaining how the revenues and
expenses are incurred is usually the best way to approach this. Explain any discrepancies or
things that are unusual with your accounting for this year.
2. Answer any questions that the incoming treasurer may have. It is usually a good idea to
provide him or her with some contact information so they can continue to ask you questions
via email or phone after you’ve left.
3. Ensure that the incoming treasurer has a copy of the budget you wrote for the current/
previous fiscal year. If you do not have a copy, you can request one from the Finance
Department Office in Room 3525 of the Nest or by emailing the Associate VP Finance at
avpfinance@ams.ubc.ca
4. If your transition occurs near the end of the fiscal year (April 30th), ensure that the incoming
treasurer knows that he or she will have to write a budget for your subsidiary over the
summer. More information about due dates and procedures for writing a budget is available
from the Finance Commission or see Section 4 of this manual.
5. Make sure that the incoming treasurer knows to read the Handbook and to schedule an
orientation so that they may access the account. Once they are signed in, you are officially
relieved of your responsibilities!
If you have any questions, you may direct them to the Associate VP Finance. The Associate VP
Finance can be reached at avpfinance@ams.ubc.ca
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Transition Checklist
By the end of the Fiscal Year make sure to:
•

Submit all your reimbursement requests before the Fiscal Year deadline - April 30th.

•

Check that any short term loans to the AMS have been paid out by full.

•

Have all square payments transferred over to their relevant accounts.

•

Tell the AMS if your organization’s name has been changed.

59

